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records. The records shall be indexed
and retained in such a manner as will
render them readily accessible. The
company shall have facilities available
to locate, identify and produce legible
paper copies of the records.

(c) Any significant characteristic,
feature or other attribute that a par-
ticular medium will not preserve shall
be clearly indicated at the beginning of
the applicable records as appropriate.

(d) The printed side of forms, such as
instructions, need not be preserved for
each record as long as the printed mat-
ter is common to all such forms and an
identified specimen of the form is
maintained on the medium for ref-
erence.

§379.9 Companies going out of busi-
ness.

The records referred to in the regula-
tions in this part may be destroyed
after business is discontinued and the
company is completely liquidated. The
records may not be destroyed until dis-
solution is final and all pending trans-
actions and claims are completed.
When a company is merged with an-
other company under jurisdiction of
the Secretary, the successor company
shall preserve records of the merged
company in accordance with the regu-
lations in this part.
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§379.11 Waiver of requirements of the
regulations in this part.

A waiver from any provision of the
regulations in this part may be made
by the Secretary upon his/her own ini-
tiative or upon submission of a written
request by the company. Each request
for waiver shall demonstrate that un-
usual circumstances warrant a depar-
ture from prescribed retention periods,
procedures, or techniques, or that com-
pliance with such prescribed require-
ments would impose an unreasonable
burden on the company.

§379.13 Disposition and retention of
records.

The schedule in appendix A to this
part shows periods that designated
records shall be preserved. The descrip-
tions specified under the various gen-
eral headings are for convenient ref-
erence and identification, and are in-
tended to apply to the items named re-
gardless of what the records are called
in individual companies and regardless
of the record media. The retention pe-
riods represent the prescribed number
of years from the date of the document
and not calendar years. Records not
listed in appendix A to this part shall
be retained as determined by the man-
agement of each company.

APPENDIX A TO PART 379—SCHEDULE OF RECORDS AND PERIODS OF RETENTION

Item and category of records

Retention period

A. Corporate and General
1. Incorporation and reorganization:

(a) Charter or certificate of incorporation and amendments ............ccccce... Note A.
(b) Legal documents related to mergers, consolidations, reorganization, | Note A.

receiverships and similar actions which affect the identity or organiza-

tion of the company.

2. Minutes of Directors, Executive Committees, Stockholders and other corporate | Note A.

meetings.
3. Titles, franchises and authorities:

(a) Certificates of public convenience and necessity issued by regulating | Until expiration or cancellation.

bodies.

(b) Operating authorizations and exemptions to operate

........................... Until expiration or cancellation.

(c) Copies of formal orders of regulatory bodies served upon the com- | Note A.

pany.

(d) Deeds, charters, and other title papers ..........c.ccc......

(e) Patents and patent records ...

............................ Until disposition of property.

Note A.

4. Annual reports or statements to stockholders

3 years.

5. Contracts and agreements:

(a) Service contracts, such as for operational management, accounting,
financial or legal services, and agreements with agents.

(b) Contracts and other agreements relating to the construction, acquisi-
tion or sale of real property and equipment except as otherwise pro-
vided in (a) above.

(c) Contracts for the purchase or sale of material and supplies except as
provided in (a) above.
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Until expiration or termination plus 3 years.

Until expiration or termination plus 3 years.

Until expiration.
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